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Part Oné

Why Employers Must Verity Employment
Eligibility of New Employees

In recent years, Congress has worked to reform our
nation's immigration laws. These reforms, the resuit
of a bipartisan effort, preserve our tradition of legal
immigration while closing the door to illegal entry.
The employer sanctions provisions, found at Section
274A of the Immigration and Nationality Act, were
added by the Immigration Reform and Control Act of
1986 (IRCA). These provisions further changed with
the passage of the Immigration Act of 1990
References to “the Act” in this Handbook refer to the
immigration and Nationality Act. as amended.

Employmernit is often the magnet that attracts persons
to come to or stay in the United States illegally. The
purpose of the empioyer sanctions law 15 to remove
this magnet by requiring employers to hire only
persons who may legally work here: citizens and
nationals of the United States and aliens authorized to
work. To comply with the law, you must verify the
identity and empioyment eligibility of anyone you hire,
and compiete and retain a Form 1-9 like the one

contained in this Handbook.

in addition, the law obliges you not to discriminate
against individuals on the basis of national origin or
citizenship, or to require more or differert documents
from a particular individual. {See Part 4.)

This law has been strongly supported by the public.
Employers have joined, and continue to join, the effort
to protect our heritage of legal immigration. This
cooperation has made jobs available to American
citizens and to aliens who are authorized to work in
our country. In addition to being the law, it is good
business practice for you to verify the identity and
employment eligibility of your workers. The law

deserves your support.

The Form I-8 was developed for verifying that persons
are eligible to work in the Umited States. You should
have completed a Form |-9 for everyone you have
hired after November 6, 1986. The law requires you

as an employer to:

Ersure that your employees fill out Section 1 of
the Form |-9 when they start to work;

*



*  Review document(s) establishing each

employee’s identity and eligibility to work;
. Properly complete Section 2 of the Form |-9;

Retain the Form |-9 for 3 years after the date the
person begins work or 1 year after the person's
employment is terminated, whichever is later;

and

Make the Form 1-9 available for inspection to an
officer of the Immigration and Naturalization
Service (INS), the Department of Labor (DOL),
or the Office of Special Counsel for Immigration
Related Unfair Employment Practices (OSC)
upon request. You will be given at least 3 days

advance notice.

NOTE:  This does not preciude the INS, the
DOL, or the OSC from obtaining warrants based
on probable cause for entry onto the premises of
suspected violators without advance notice.

If you are an agricultural assocfation, agricultural
employer, or farm labor contractar who employs
people, or recruits or refers people for a fee. these
requirements apply to you. (See Part 6.)

It you employ anyone for domestic work in your
private home on a regular basis (such as every
week), these requirements apply to you.

If you are self-employed, you do not need to complete
a Form 1-9 on yourself unless you are also an
employee of a business entity, such as a corporation
or partnership, in which case the business entity is

required to complete a Form |-9 on you.

The instructions in this Handbook will help you assess
your responsibilittes for completing the form and
complying with the law.

New Developments in the Law

The lmmigration Act of 1990

On Novemnber 29, 1990, the President signed into law
the Immigration Act of 1990 which amended the
Immigration and Natonality Act. You should be aware
of several provisions in this new law which affect your
responsibilities as an employer.

New Anti-Discrimination Provisions

For the purpose of satisfying the employment
eligibiity  verification requirements, an employer
cannot request that an employee present mare or
diffterent documents than are required. Also, an
employer cannot refuse to honor documents which on
their face reasonably appear to be genuine and to
relate to the person presenting them. The new law
makes these actions unfair immigration-related

employment practices. (See Part 4))

New Document Fraud Provisions

Under the new law, it is unlawful for anyone knowingly
to engage in any of the following activities for the
purpose of satisfying a requirement of the Act:

To forge. counterfeit, alter, or falsely make any
document;

To use, attempt to use, possess, obtain. accept,
or receive any forged, counterfeit, altered. or

falsely made document;

To use or attempt to use any document lawfully
issued to a person other than the possessor

{including a deceased individual); or

To accept or receive any document lawifully
issued to a person other than the possessor
{including a deceased individual) for the purpose
of complying with the empioyment eligibility
verification requirements. (See Part 5.)

Where to Get the Form 1-9

Two copies of the Form |-9 are included in this
Handbook. If you need more forms, you can
photocopy or print the forms, provided both sides are
reproduced. The Instructions page must also be
made available o bath you and the employee during
the completion of the form. You may obtain a limited
number of copies from the INS or you may order
them in bulk from the Superintendent of Documents

at the following address:

Superintendent of Documents
U.S. Government Printing Office
Washington, D.C. 20402
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Part Two
When You Must Complete the Form 1-9

Every time you hire any person to perform labor or
services in return for wages or other remuneration,
you must complete the Form I-9. This requirement
appiies to everyone hired after November 6, 1986.

Ensure that the employee fully completes Section 1
of the form at the time of the hire — when the

employee begins work.
Review the employee’s document(s) and
complete Section 2 of the form within 3 business
days of the hire.

fully

If you hire a person for less than 3 business
days, Sections 1 and 2 of the Form -9 must be
fully completed at the time of the hire -- when the

employee begins work.
You DO NOT need to complete a Form 1-9 for:

. Persons hired before November 7, 1986, who
are continuing in their employment and have a
reasonable expectation of employment at all

times;
Persans you employ for casual domestic work in
a private home on a sporadic, irregular, or
intermittent basis;

Persons who are independent contractors; or

Persons who provide labor to you who are
employed by a contractor providing contract

services {e.g., employee leasing).

NOTE: You cannot contract for the labor of
an alien if you know the alien is not authorized to

work in the United States.

Part Three

How to Complete the Form |-

Section 1

Have your employees compiete Section 1 at the
time of the hire -- when they begin to work -- by
filing in the correct information and signing and

dating the form.

If yuur employees cannot complete Section 1 by
themselives or if they need the form translated,
someone may assist them. The preparer or
translator must read the form to the empioyee,
assist him or her in completing Section 1, and
have the employee sign or mark the form in the
appropriate place. The preparer or translator
must then complete the Preparer/Translator

Certification block on the Form I-9.

You are responsible for reviewing and ensuring
that your employees fully and properly complete

Section 1.

Section 2

Employees must present to you an original
document or documents that establish identity
and employment eligibility within 3 business
days of the date employment begins. Some
documents establish both identity and
empioyment eligibility (List A). Other documents
establish identity only (List B) or employment
eligibility only (List C). Employees can choose
which document(s) they want to present from
the lists of acceptable documents. These lists
appear in Part 8 of this Handbook and on the

back of the Form 1-9.

You must examine the original document or
documents presented by the employee and then
fully complete Section 2 of the Form 1-9. You
must examine one document from List A or one
from List B and one from List C. Record the
title, issuing authority, number, and expiration
date (if any) of the document(s); fill in the date
of hire and correct information in the certification
block; and sign and date the Form |-9. You
must accept any document{s) (from List A} or
combination of documents {one from List B and
one from List C) presenited by the individual
which reasonably appear on their face to be
genuine and to refate to the person presenting
them. You may not specify which document(s)

an employee must present.
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. If employees are unable to present the required
document(s) within 3 business days of the date
empiloyment begins, they must present a receipt
for the application for the document(s) within 3
business days. The employees must have
indicated, by having checked an appropriate box
in Section 1, that they are already eligible to be
employed in the Unite¢ States. When they
provide you with a receipt showing that they
have applied for a document ewidencing that
eligibility, you should record the document title in
Section 2 of the Form 1-9 and write the word
‘receipt” and any document number in the
“Document #" space. The employee must
present the actual document within 80 days of
the date employment begins. At that time. you
should cross out the word ‘receipt” and any
accompanying document number, nsert the
number from the actual document presented,

and initial and date the change.

You must retain the Form |-9 for 3 years after
the date employment begins or 1 year after the
person’s employment is terminated, whichever

is later.

Future Expiration Dates

Future expiration dates may appear on the Form i-9 or
on the employment authorization documents of aliens,
including, among others, permanent residents,
temporary residents, and refugees. INS includes
expiration dates even on documents issued lo aliens
with permanent work authorization. The existence of

a future expiration date:

. Does not preclude continuous employment
authorization;

Does not mean that subsequent employment
authorization will not be granted; and

. Should not be considered in determining
whether the alien is qualified for a particular

position.

Consideration of a future employment authorization
expiration date in determining whether an alien is
qualified for a particular job may constitute
employment discrimination. (See Part 4.) You will.
however, need to reverity the employee's eligibility to
work when any expiration date on the Form [-9 15

reached.

Reverifying Employment Authorization for Current
Employees
When an employee’s work authorization expires. you
must reverify his or her employment eligibility. You
may use Section 3 of the Form |-9 or, if Section 3 has
already been used for a previous reverification or
update, use a new Form I-8. If ycu use a new form,
you should write the employee's narme in Section 1.
complete Section 3, and retain the new form with the
original. The employee must present a document that
shows either an extension of the empioyee's initiai
employment authorization or new work authorizatior.
It the empioyee cannot provide you with proof of
current work authorization, you cannot continue to

employ that person.

To maintain continuous employment eligibility, an
employee with temporary work authorization
shouid apply for new work authorization at least
90 days before the current expiration date. If the
Service fails to adjudicate the application for
employment authorization within 90 days, then the
employee will be authorized for employment on Form
I-6888 for a period not to exceed 240 days.

You must reverify on the Form i-8 not later than
the date the employee's work authorization

expires.

Reverifying or Updating Employment

Authorization for Rehired Employees
When you rehire an employee, you must ensure that
he or she is still authorized to work. You may do this
by completing a new Form I-$ or you may reverify or
update the original form by completing Section 3.

it you rehire an employee who has previously
completed a Form |-9, you may reverify on the
employee’s original Form |-9 (or on a new Form J-8 if
Section 3 of the original has already been used) if:

You rehire the employee within 3 years of the
initial date of hire; and

. The employee’s previous grant of work

authorization has expired but he or she is
currently eligibte to work on a different basis or
under a new grant of work authorization than
when the original Form |- was completed.



To reverify, you must:

. Record the date of rehire:

number, and

. Record the document title,
expiration date (if any) of any document(s)
presented;

. Sign and date Section 3: and

If you are reveritying on a new form, write the
employee’s name in Section 1.

If you rehire an employee who has previously
completed a Form I-9, you may update on the
employee’s original Form I-9 or on a new Form 1-9 if:

You rehire the empioyee within 3 years of the
initial date of hire; and

The employee is still eligible to work on the
same basis as when the original Form 1.9 was
completed.

To update, you must:

. Record the date of rehire:

. Sign and date Section 3; and

If you are updating on a new form, write the
employee's name in Section 1.

In all of the situations described above with respect to
rehired employees, you always have the option of
completing Sections 1 and 2 of a new Form J-9
instead of completing Section 3.

Minors (Individuals Under Age 18)

'f a minor -- a person under the age of 18 -- cannot
present a List A document or an identity document
from List B, the Form -9 should be completed in the

following way:
A parent or legal guardian must compiete

Section 1 and write “Individual under age 18" in
the space for the empioyee’s signature;

The parent or legal quardian must complete the
“‘Preparer/Translator Certification” block;

You should write “Individual under age 18" in
Section 2, List B, in the space after the words

“Document #": and

The minor must present a List C document
showing his or her employment eligibifity.  You
should r.cord the required information in the

appropriate space in Section 2.

Handicapped Employees (Speciai Placement)

i a person with a handicap, who is placed in a job by
a nonprofit organization or as part of a rehabilitation
program, cannot present a List A documemt or an
identity document from List B, the Form I-9 should

be completed in the following way:

A representative of the nonprofit organization, or
4 parent or a legal guardian, must complete
Section 1 and write “Special Placement” in the

space for the employee's signature:

The representative, parent, or legal guardian
must  complete  the  “Preparer/Translator

Certification” block;

You should write “Special Placement” in Section
2, List B, in the space after the words
“Document #"; and

The handicapped employee must present a List
C document showing his or her employment
eligibility. You should record the required
information in the appropriate space in Section

2.



U.S. Department of Justice -
Immugration and Naturahzation Service

Please read instructions caretull‘y pefore completing
this form. ANTI-DISCRIMINAT

this form. The instructions must b

OMB No 11150136
employment Eligibility Verification

e available during completion ot
against work eligible individuals. Employers

ON NOTICE. It is illegal to discriminate indivi
The refusal o hire an individual because ot a

CANNOT specily which document(s) they will accept from an employee.
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification, To te conweted and signed by eimpioyee al the ime cinploymer! Lo

Prnt Name:  Last First Middie nhal Maden Name

Address {Sireef Name and Number) Apl « Dale of Birth (moanth.day year)
Slale Zip Code lSocnal Secunty #

City

| am aware that federal law provides for
imprisonment and/or tines tor false statements or
use of talse documents in connection with the
complation of this fofm.

| attest, under penalty of penury, that { am (check one of the following)
[0 A chzen or nahonal of the United States
[0 A Lawlul Permanen Resident {Alen # A .
[0 Analen authonzed 1o work urtil ' :
(Alion # or AJmMISSON #

Employee's Sgnature

Dale (month.day yeat}

Praparer and/or Transiator Caertitication.

other than the empioyee.} | attest undes penalty of parjury, that | have 8555
to the best of my knowiedge the nformathon (s rue ang Qrrect

(To be compieled and signed !f Secto

1 s prepared by a person
ted 1 the campletion of 1hs tarmm g that

Preparer's/Transialor's Signature

[ Print Name

Address (Street Name and Number. City, State, Zip Code;

] Dale imont aay year!

p—
Section 2. Employer Review and Verification. To be completed and signed by employer
8 and one from List C as hsied on the reverse of ths term and record the

examing one document from List
the cocumentis}

Examine one document from List A OR
e, number and expiralion date. it any, ¢!

List A OR

AND List C

List B

Documant hitle

IssuIng authorty:

Document &

Expiration Daie (if any) : .

Document #.

Exparaton Date (/7 any) / /

CERTIFICATION - | attest, under penalty of perjury,
amployes, that the above-

that | have examined the document(s) presented by the above-named
listad document(s} appear to be genuine and to relate to the employea namsed, that the

/ and that to the bast of my knowledge the employee

empioyee began employment on (month.dayiyear) /
is eligible to work In the United States.

employmant}.

(Stafe employment agencies may omit the date the employee began

Signature of Employer of Authonzed Repraseniative Print Name

Tule

Business or Organizaton Name

Acdress  Srreet Name ana Number. Gity, State. Zp Code)

Date (month-day.year)

Section 3. Updating and Reverification. To be compieled and siyned by employer

A. New Name (f appircable)

a. Date of retwre fmonth.daysyear) (tf apphcable)

C. !l employee’s previous grant
elgitihty

Document Tille Oocument «

ol work aulhonzabon has expred, prowde the nlormalion pelow for the document hal estabiishes Curie

nl employment

Expirauon Date 0 any)

| attest, under pena
presented document(s), the document(s) | have e@xamin

of perjury, that to the bast of my unowledge, this employee is eligible to work in the United States, and if the employee
ed appear to be genuine and 1o relate to the individual.

Signature af Employer or Aulhonzed Representauve

Date imonth (dy year)

Form [-9 (Rev. 11-21-91) N
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Documents that Establish Both
Identity and Employment
Eligibility

OR

1. U.S. Passport (unexpired or
expired)

Certificate of U.S. Citizenship
{INS Form N-560 or N-561)

3. Centificate of Naturalization
(INS Form N-550 or N-570}

4. Unexpire.
with [-551 stamp or attached

INS Form I-94 indicating
unaxpired employment
authorization

Alien Registration Receipt Card
with photograph (/NS Form
[-151 or I-551)

8. Unexpired Temporary Resident
Card (/NS Form [-688)

7. Unexpired Employment
Authorization Card (INS Form

I-688A)

8. Unexpired Reentry Permit (INS
Form 1-327)

9. Unexpired Refugee Travel
Document (INS Form [-571)

10. Unexpired Employment
Authorization Document 1ssued

by the INS which cortains a
photograph (INS Form {-6888)

INustr

LIST B

Documents that Establish
\dentity AND
Driver's icense or 1D card
issued by a state or outlying
possession of the United States
provided it comans a
photograph or iformation such
as name, date of birth, sex,
height. eye color, and address

2 ID card issued by federal, state,

or local government agencies or
antities provided it contains a
photograph or intormation such
as name, date of tbirth, sex,
height, eye color, and address

3. School ID card with a

photograph
Voter's registration card

U.S. Military card or draft record
Military dependent’s 1D card

U.S. Coast Guard Merchant
Mariner Card

Native American tribal document

Driver's license issued by a
Canadian government authority

For persons under age 18 who
are unabie to present a
document listed above:

10. School record or report card
11. Chime. doctor, or hospital record

12. Day-care or nursery school

record

ations of many of these documents appear in Part 8 of the Handboak for Empioyers (M

LISTC

Documents that Establish
Employment Eligibility

U.S. social secunty card 1ssued
by the Social Security
Admnistration (other than a
card stating # is not vahd for

employment)

Certification of Birth Abroad
issued by the Department of
State (Form FS-545 or Form

DS§-1350)

Onginal or certiied copy of a
birth cartificate issued by a

state, county, municipal
authority or outlying possession
of the United States bearing an

official seal
Native Amencan tribal document

U.S. Citizen ID Card (INS Form
1-197)

iD Card for use of Resident
Citizen in the United States

(INS Form I-179)

Unexpired employment
authonzation document issued

by the INS (other than those
listed under List A)

-274)

Form -9 (Rev. 11-21-9U N



Section 1: To be compieted by the EMPLOYEE

STEP t
Fill in the personal information.

STEP 2
Check the box for work eligibility.
Fill in other information if

applicable.

STEP 3
Read, sign, and date.

STEP 4 -
(Preparer/Translator only)

Read, fill in informatian, sign, and
date.

>
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>
>

|

U.S. Department of Justice OMB Mo, 31130126 -

ahon and Natugizahon Service

oY

Plaase resd msiructions ¢ wmm The must be during ot

form. mlml“’m" # i llegl to discriminate agsinst work aligibie individusls. ﬁupm.u

gnho?wwmmrmtlmlr:“wmnw The refusal 10 Mre en individus! becsuss of &
athon may also it o 5

Section 1. Employss information and Varfication. 1o be compised and GG by STgioy af e bma amOKYMeN: baguy

Prri Name: Lt Frm Muddie Inves M aaiin Narmg
1 Tneq I Wi
T, J LT ibﬁw
A1l Camhridge — — iXiey
L ]
Prtnmac N, i3 !.E’ff 95 10/ 4
f mmumn‘mrm(mmummn

I am swars that faderst law provides tor

falsn  statenwrrty o
ussa of twes documents in connaction with the
complation of this form.

Empioyes’s Sgnawm
11141.0 Z{(/ A FIN PP
Transiator iTo b8 compimd 8] Lgned | SeCE0n 1 13 prapased Dy 4 person

Freperer andior Cartification.
oiher han e 11 BOAL e pdoaly OF DRrLY. NS T AR BSEANT ) Y COMMSEON Of WIS Jorm B et
bhmdn‘;%mohmmm rue anc correct

anmNm

Proparer T andtior's Sagraars
Adureas | Srest Name ad Mumber Uy Siae. Lo Code) [ Oal (O ey pear

A clun Of raiodl O ihe Lo

A Liswhd Pormangrt Resecien | A

An men mahonoed © wovk el U

{Aden ¥ or Acreamon &G -

[Dnr e T——
[VAIVEY,

Section 2: To be completed by the EMPLOYER

STEP 5

Examine the document(s) and fill
in the document title, issuing
authority, number, and expiration
date (it any) in the space
provided.

STEP 6

Read, fill in information {including
the date employment begins in
the certification), sign, and date.

O
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Section 3: To be completed by the EMPLOYER

STEP 7
Fill in the new name and/or date

of rehire (if applicable).

STEP 8

Examine the document(s) and fili
in the document titls, number,
and expiration date (if any) in the
space provided.

STEP 9
Read, sign, and date.
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This

Part Three of this Handbook gives instructions for

document or a List B (identity) document.
example shows a completed Form I-9 in which a
parent has attested to 2 minor employee’s dentity.

completing the Form I-9 for minors and handicapped
individuals who are unable to present a List A

Section 1: To be completed by the PAR
NONPROFIT ORGANIZATION

ENT, LEGAL GUARDIAN, OR REFRESENTATIVE OF THE

U.S. Department of Justice OMB ma 115019
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Part Four

Unlawful Discrimination

General Provisions

The Immigration and Nationality Act, as amended, and
Title VI! of the Civil Rights Act of 1964, as amended.
prohibit employment discrimination. Employers with 4
or more employees are prohibited from discriminating
against any person (other than an unauthorized alien)
in hiring, discharging. or recruiting of referring for a
fee because of a person's national origin, or in the
case of a citizen or protected individual, because of a
persont's citizenship status. Employers with 15 or
more employees may not discriminate against any
person on the basis of national origin in  hiring,
discharge. recruitment, assignment. compensation. or
other terms and conditions of employment.

NOTE: For the definiion of a "protected

individual,” see Question #41 on Page 18 of this
Handbook.

in practice. this means that employers must treat all
employees the same when completing the Form I-9.
Employers cannot set different employment elgibility
verification standards or require that different
documents be presented by different groups of
employees. Employees can choose which
documents they want to present from the lists of
acceptable documents. An employer cannot request
that an employee present different
documents than are required or refuse to honor
documents which on their face reasonably appear to
be genuine and to relate to the person presenting
them. An employer cannot refuse to accept a
document, or refuse to hire an individual, because a
document has a fulure expiration date. For example.
temporary resident aliens have registration cards and
persons granted asyium have INS work authonzation
documents that will expire, but they are ordinarily
granted extensions of their employment authorization
and they are protected by law from discrimination.

more  or

Generally. employers who have 4 or more employees
cannot limit jobs to United States citizens to the
exclusion of authorized aliens. Such a limitation may
only be applied to a specitic position when required
by law, regulation, or executive order; when required
by a Federal, state, or local government contract; or
when the Attorney General determines that United
States citizenship is essential for doing business with
an agency or department of the Federal, state. or

local government.

On an individual basis, an employer may legally nrefer
a United States citizen or national over an equally
qualified alien to filt a specific position. However, an
employer may not adopt a blanket policy ol
always preferring a quatified citizen over a

qualified alien.

Verification of identity and employment eligibility 1s not
required until an individual actually starts work. The
Form 1-9 should be completed at the same point i
the employment process for alt employees. Different
procedures should not be established based on an
individual's appearance, name, accent. Of other

factors.

Procedures for Filing Compiaints

Discrimination charges may be filed by an individual
who befieves he or she is the victim of employment
discrimination, a person acting on behalf of such an
\ndividual, or an INS officer who has reason 10 nelieve

that discrimination has cccurred.

origin discrimination against

Charges of national
arges of

employers with 4 to 14 employees. and all ch
citizenship status discrimination against employers
with 4 or more employees, shouid be filed with the
Office of Special Counsel for lmmigraton Related
Unfair Empiloyment Practices (OSC) within  the

Department of Justice.

Discrimination charges must be filed with the 0sC
within 180 days of the discriminatory act. Upon
receipt of a discrimination charge, the OSC will notify
the employer within 10 days that the charges have
been fited and that an investigation will be conducted.
If the OSC has not filed a complaint with an
administrative law judge within 120 days of receiving a
charge of discrimination, it will notify the person
making the charge of its determination not to file a
complaint. The person making the charge (other than
an INS officer) may file a complaint with an
administrative law judge within 80 days after receiving
the notice from the OSC. In addition, the OSC may
still file a complaint within this 90-day period. The
administrative law judge will conduct a hearing and

issue a decision.

An employer is prohibited from taking retaligtory
action against a person who has filed a charge of
discrimination or who was a witness or otherwise
participated in the investigation of another person's
complaint. Such retaliatory action is a violation of the
Act's anti-discrimination provision and of Title Vi
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Additional Information

For more information about immigration-related
discrimination, contact the Office of Special
Counsel for Immigration Related Unfair
Employment  Practices, P.O. Box 65490,
Washington, D.C., 20035-5490, or call 1-800-255-
7688 or for the hearing impaired TDD 1-800-237-
2515. In Washington, D.C., call (202) 653-8121 or

TDD (202) 296-0168.
For more information on Title VIl and policies and

procedures of the Equal Employment Opportunity
Commission, call 1-800-USA-EEOC.

Part Five

Penalties for Prohibited Practices
A. UNLAWFUL EMPLOYMENT

1. Civil Penalties

If an investigation reveals that an employer has
knowingly hired or knowingly continued to
employ an unauthorized alien, or has failed to
comply with the employment eligibility
verification requirements,  with respect 1o
employees hired after November 6, 1986, the
INS may take action. When the INS intends to
impose penalties, a Notice of intent to Fine (NIF)
is issued. Employers who receive a NIF may
request a hearing before an administrative law
judge. If a request for a hearing is not received
within 30 days. the penalty will be imposed and
a Final Order will be issued. When a Final Order
is issued, the penalty is final and unappealabie.

Hiring or continuing to employ unauthorized
aliens

Employers determined to have knowingly hired
unauthorized aliens (or to be continuing to
employ aliens knowing that they are or have
become unauthorized to work in the United
States) may be ordered to cease and desist
from such activity, and pay a civil money penaity

as follows:

First Offense. Not less than $250 and not
more than $2,000 for each unauthorized

o]

alien;
Second Offerse. Not less than $2,000 and
not more than $5000 for each
unauthorized alien; or

@ Subsequent _Offenses. Not less than

$3,000 and not more than $1 0,000 for each
unauthorized alien.

After November 6, 1986, if an employer uses a
contract. subcontract, or exchange entered mto,
renegotiated, or extended, to obtain the labor of
an alien and knows the alien is not authorized to
work in the United States, the employer will be
considered to have knowingly hired an
unauthorized alien. The employer wilt be subject

to the penalties set forth above.
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B. UNLAWFUL DISCRIMINATION

Failing to comply with the Form i-9 requirements

Employers who fail to properly compiete. retain.
and/or make available for inspection Forms 1-9
as required by law may face civil money
penaities ot not less than $100 and not more
than $1,000 for each employee for whom the
Form I-@ was not properly completed, retained,

andjor made available.

Requiring indemnification

Employers found to have required a bond of
indemnity from an employee against liability
under the employer sanctions laws may be
ordered to pay a civii money penaity of $1.000
for each violation and to make restitution, either
to the person who was required to pay the
indemnity, or. if that person cannot be located.

to the United States Treasury.

Good faith defense

it an employer can show that he or she has
complied with the Form |-9 requirements. then
the empioyer has established a “good faith”
defense with respect to a charge of knowingly
hiring an unauthorized alien. unless the
government can show that the empioyer had
actual knowledge of the unauthorized status of

the employee.

Criminal Penalties

Engaging in_a pattern or practice of knowingly
hiring or continuing to employ unauthorized

aliens

Persons or entities who are convicted of having
engaged in a pattern or practice of knowingly
hiring unautharized aliens {or continuing to
employ aliens knowing that they are or have
become unauthorized to work in the United
States) after November 6, 1986, may face fines
of up to $3,000 per employee and/or 6 months

imprisonment.

Engaging in fraud or false statements, or
otherwise misusing visas, immigration permits,

and identity documents

People who use fraudulent identification or
employment eligibility docurments, or documents
that were lawfully issued to another person, or
who make a false statement or attestation for
purposes of satisfying the employment eligibility
verification requirements, may be fined. or
imprisoned for up to 5 years, or both.

if an investigation reveals that an employer has
engaged in unfair immigration-related empioyment
practices under the Act, the OSC or the EEOC may
take action. An employar will be ordered to stop the
prohibited practice and may be ordered to take one or

more of the following steps:

Hire or reinstate, with or without back pay,
individuals directly injured by the discrimination;

. Lift any restrictions on an employee's
assignments, work shifts, or movements:

Post notices to employees about their rights and
about employers’ obligations;

Educate all personnel involved in hiring and in
complying with the employer sanctions and ant!-
discrimination laws about the requirements of

these laws; andfor
Remove a false performance review or false
warning from an employee’s personnel file.
Employers may also be ordered to pay a civil money
penaity as follows:

First Offense. Not less than $250 and not more
than $2,000 for each individual discriminated

against;

Second Offense. Not less than $2,000 and not
more than $5000 for each individual

discriminated against,

. Subsequent Offenses. Not less than $3,000 and
not more than $10,000 for each individual

discriminated against; or

Request for More or Different

. Uniawful
Not less than $100 and not more

Documents.
than 31,000 for each individual discriminated
against.
Employers may also be ordered to keep certain
records regarding the hiring of applicants and
employees. |If a court decides that the losing party’'s

claim has no reasonable basis in fact or law, the court
may award attorneys' fees to prevailing parties other

than the United States.
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C. CIVIL DOCUMENT FRAUD

If an investigation reveals that an individual has
knowingly committed or participated in acts relating to
document fraud (see Part 1), the INS may take action.
When the INS intends to impose penalties, a Notice
of Intent to Fine (NIF) is issued. Persons who receive
a NIF may request a hearing before an administrative
taw judge. If a request for a hearing is not received
within 30 days, the penalty will be imposed and a
Final Order will be issued. When a Final Order is
issued, this penalty is final and unappealable.

Individuals may be ordered to pay a civii money
penalty as follows:

First Offense. Not less than $250 and not more
than $2,000 for each fraudulent document used,
accepted, or created and each instance of use,
acceptance, or creation; or

Subsequent Offenses. Not less than $2,000 and
not more than $5.000 for each fraudulent
document used. accepted, or created and each
instance of use, acceptance, or creation.

Part Six

Instructions for Recruiters and Referrers
for a Fee

Under the Immigration and Nationality Act, as
amendeu by the Immigration Act of 1980, it is
unlawful for an agricultural association, agricultural
employer, or farm tabor contractor to hire, or to recruit
or refer for a fee, an individual for empioyment in the
United States without complying with the employment
eligibility verification requirements. This provision
applies to those agricultural associations, agricultural
employers, and farm labor contractors who recruit
persons for a fee and those who refer persons or
provide documents or information about persons 1o

employers in return for a fee.

This limited class of recruiters and referrers for a
tee must complete the Form i-9 when a person
they refer is hired. The Form I-9 must be fully
completed within 3 business days of the date
smployment begins, or, in the case of an indivicual
hired for less than 3 business days, at the time

employment begins.

Recruiters and referrers for a fee may designate
agents, such as national associations or employers, to
complete the verification procedures on their behalf.
If the employer is designated as the agent, the
employer should provide the recruiter or referrer with
a photocopy of the Form 1-9. However, recruiters and
referrers are still responsible for compliance with the
law and may be found liable for violations of the law.

Recruiters and referrers for a fee must retain the
Form 1-@ for 3 years after the date the referred
individual was hired by the employer. They must also
make available Forms |-9 for inspection to an INS,
DOL, or OSC officer after 3 days (72 hours) advance

notice.

NOTE: This does not preciude the INS, the DOL,
or the OSC from obtaining warrants based on
probable cause for entry onto the premises of
suspected violators without advance notice.

The penalties for failing to comply with the Form 1-9
requirements and for requiring indemnification, as
described in Part 5 apply to this limited class of
recruiters and referrers for a fee.

NOTE: Al recruiters and referrers for a fee are
still liable for knowingly recruiting or referring for a fee
aliens not authorized to work in the United States.



OMB No. 11150136

Employment Eligibility Verification

U.S. Department of Justice .
immigration and Naturalizabion Service
INSTRUCTIONS
PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM

It s

Anti-Discrimination Notice. 1115 iflegal to discnmenate agal
U.S) in hinng, discharging, or recruiing or re
itegal to discriminate against work eligible individuals
employee. The refusal to hire an individuat because of a future ex

nst any indiidual {other than an ahen not authonzed to work 0 the

fernng for a fee because O
Empioyers CANNOT specity which document{s)
piration date may also constitute illegal discominahon.

f that mdividual’s nakonal ongin or citizens o slatus
they will accept from an

Section 1 - Employee. Al employees, citizens and

noncitizens, hired after November 6, 1986, must complete
he time of hire, which 1s the actual

Saction 1 of this torm at t
The employer is responsible for

beginning of employment
ensuring that Section 1 1s timely and properly completed.

Preparer/Transiator Certitication. The Preparer/Translator
Certitication must be completed if Section 113 prepared by a
person other than the empioyee A preparertranslalor may be
used only when the employee 1S unable to complete Section 1
on hissher own  However, the employee must stil sign Section

1 personally.

Section 2 - Employer. For the purpose of completing s
form, the term “amployer” ncludes those recruiters and

relerrers for a fee who are agncultural assoCiatons, agncultural
employers, or farm labor contractors

Employers must complete Secton 2 by examining ewidence of
idenuty and employment ebgibility within three {3) business
days of the date employment begs If employees are
authorized to work, but are unable to present the required
document(s) within three business days, they must present a
receipt for the apphcaton of the document(s) within three
business days and the actual document(s) within ninety (S0}
days. However, it employers hire individuals for a duraticn of
less than three business days. Section 2 must be completed at
the time employment begins. Employers must record 1)
document title; 2} 1ssung authority, 3} document number, 4}
expiration date, i any, and 5) the date employment begins
Employers must sign and date the certification Employees
must present ornginal decuments Employers may, but are not
required to, photocopy the document(s) presented. These
photocopies may only be used for the vertfication process and
must be retained with the 1.9. However, employers are still

responsible for completing the 1-3

Section 3 - Updating and Reverification. Employers
must compiete Section 3 when updating and:or reverifying the
1-9. Employers must revenfy employment eligibility of the:r
employees on or before the expranon date recorded in

Section 1 Emptoyers CANNOT specity which documentis)

they will accept from an employes

# If an employee’s name has changed at the ume this
form is being updated: revenhed. complete Block A

if an employee s rehired within three (3} years of the
date this form was ongnally completed and the
employee 1s stll ehgible 16 be amployed on the same
basis as previously indicated on this form (updating),

complete Block B and the signature black

e If an employee 1s rehired within throe (3) years of the
gate thus torm was ongmnally compieted and the
employee's work autharization has expned or if a

current employee’s work authorzation 15 aboul 1o
k B and:

expire (reverfication), compiete Blog
. exammne any document that retlects that the
employea 15 authonzed to work 1n the U S, (see

tist A or C).
record the document ttle. document number and

expration date (it any}) in Block C, and
complete the signature block

Photocopying and Retaining Form I-9. A blank -9 may b
reproduced provided both sides are copred The Instruction:s
must be avalabte o all employees completing this form

Employers must retam completed 19s for thiec {3) years after
the date of e or one (1} year after the date employment émfs

whichever 15 later.
For more detailed information, you may

Handbook for Employers, (Form M-274).
the handbook at your Tocal INS oftice.

Privacy Act Notice The authority for collecting
nformation 15 the fmmigraton Reform and Control Act of 19B6.

Pub L. 99-603 (8 U.SC 1324a)

Ths information 15 for employers to venfy the ehgibility ol
ndividuals for employment to preclude the unlawful hiing, or
recruthing or refernng for a fee, ot aliens who are not authonzed
to work in the United States

refer to the INS
You may obtain

thes

y employers as a record of thein

basis for determiming eligibiity of an employee o work 1n the
Umited States The form will be kept by the employer and made
available for inspection by officials of the U5 Immigration and

Department of Labor, and the Office

Naturalization Service, the
of Special Counsel for Immigration Related Untar Employment

This nformation will be used b

Practices.

Submission of the information required n this form s voluntary
Howaver, an individual may nat begin employment unless ths
form s completed since employers are subject to civil or
cnirmunal penalties f they do not comply with the immgraton

Reform and Control Act of 1986

Reporting Burden. We try to create forms and nstructions that
are accurate. can be easly understood, and which impose the
least possible burden on you 10 provide us with intormation
Often this is difficult because some immigration laws are very
complex. Accordingly. the regorting burden for this collection of

this torm,

intormation 1s computed as follows. 1) learning aboul
e form. 5 minutes, and 3y assembling

5 minutes; 2} completing th
and tiing (recordkeeping) the form. 5 minutes, for an average of
If you have comments regarding the

15 minutes per respense.
s burden estmate, or suggestions for making this

accuracy of thi
torm simpler. you can wnte to both the Immigration and
Naturahization Service. 425 | Street, NW. Room 5304
Washington, D C 20536, and the Office of Management an.:
Budget, Paperwork Reduction Project. OMB No. 1115-0136

Washington. D.C 20503

Form I-9 (Rev. 11-21-91) N

EMPLOYERS MUST RETAIN COMPLETED I-9
PLEASE DO NOT MAIL COMPLETED [-9 TO INS




——

U.S. Department of Justice
immigration and Naturalization Service

OMB No 11150136
Employment Eligibility Verification

ctions must be available during completion ot

Please read instructions caretull|y
this form. ANTI-DISCRIMINATICN NOTICE.

CANNOT specity which document(s) they
future expiration date may

petore completing this form. The instru
it is ilegal to discriminate against work eligibte individuals.

will accept from an employee. The refusa
also constitute illegal discrimination.

Employers
1 to hire an individual because of a

compleled dng sigres by empioyee Al 1ne Hme empioyment Degrs

Section 1. Employee Information and Verification. Tote

Print Name.  Lasl First Migdie Hutial Maien Name

Aadress (streel Name and Number) Apl. * Daie of Birth imonth ddy yeari
Slate Zp Code Fmal Security #

Ciy

| am aware that federal law provides for
imprisonment and/or fines for faise statements or
use of false documents in connection with the
completion of this form.

| atlest, under penaity of perury, {hat | am (check one ot the following)
A cilizen or national of the United Slates
C] A Lawiful Permanent Resident (Alen # A

[] An aken awthonzed 10 work unht
(Ahen # or AJmSSiOn # -

Empioyoe’s Signaturé

Dale (month day year!

Praparer and/or Translator Certification.

(To be compieted and signed
other than the employee ) | attest. unaer penaity of perury. that t rave assisted

Jf Sechon 1 s prepaced by @ person
o the complenon of thes form and il

F

0 the bast of my knowledge the formation 5 rué and correct

{ Print Naine
|

Address (Sireet Name ana Number. City. Stare. Zip Coder

J Dale Motk day year:

E———
Section 2. Employer Review and Verification.
examine ona documant from List B
the document(s)

Ty be compietad and signed Dy empicy
and one from List C as hsioo on the reve

or Examine one document trom List A COR
rse of this form and record the Lie, nUMDEr and eaxralion date. 't ary

List A

Document litle

AND List C

List B

Issuing authority

Document #

Exprraiion Date (if any)

Document #

i

Expiration Date (if any) ‘

CERTIFICATION

-1 attest, under penaity of perjury, that | have exa
employee, that the above-listed document(s) appear to be gen

mined the document(s) presented by the above-named
uine and to relate to the employee named, that the
/ and that to the best of my knowledge the employee

employse began employment on (month:day year) /
is aligible to work in the United States.
employment).

{State employment agencies may omit

the date the employee began

Sgnature of Employer o Authonzed Representative Prnt Name

'Tnle

Business or Qrganizaton Name

Address ( Street Name and Number Ciy State Zip Coage)

Date (month:day.year)

Section 3. Updating and Reverification. Tobe compieted and signed by employer

A. MNew Name (f apphcatie)

B. Cale of rehire (month dayyear) (#f appicable!

I employee’'s previcus grant of work autnonzabon has expred, proviae

eigibitity
Document Tile

C.

Document #

he informabon below lor the document thal estabiishes current employmernt

Expration Date (it any)

| attest, under penalty of perjury, that to the bast of my knowledge,
presented documant(s), the document(s) | have axamined appear 1

ihis empioyee is eligibie 1o work in the United States, and if the employee
o be genuine and 1o relata to the individual.

Swgnature of Empiayer or Authonzed Represenianve

Dale mmonth ddy year!

Form 1-9 {Rev. 11-21-91} N
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LISTS OF ACCEPTABLE DOCUMENTS

LIST A

Documents that Establish Both
Identity and Employment
Eligibility

OR

1. U.S. Passport (unexpired or
expired)

Certificate of U.S. Citizenship
{INS Form N-560 or N-561)

3. Coertificate of Naturalization
{INS Form N-550 or N-570)

4. Unexpired foreign passport,
with I-551 stamp or attached
INS Form I-94 indicating
unexpired employment
authorizatron

Alien Registration Receipt Card
with photograph (INS Form
I-151 or I-551}

8. Unexpired Temporary Resident
Card (INS Form [-688)

7. Unexpired Employment
Authorization Card (INS Form

1-688A)

8. Unexpired Reentry Permit (INS
Form 1-327)

9. Unexpired Refugee Travel
Document (INS Form I-571)

10. Unexpired Employment
Authorization Document issued
by the INS which contains a
photograph (INS Form [-6888)

LIST B

Documents that Establish
Identity AND
Driver's license or 1D card
issued by a state or outlying
possession of the United States
provided it contains a
photograph or information such
as name, date of birth, sex,
height, eye color, and address

2. ID card issued by federal, state,

or local government agencies or
antities provided it contains a
photograph or nformation such
as name, date of birth, sex,
height, eye color, and address

3. School ID card with a

photograph
Voter's regstration card

U.S. Mintary card or draft record

Military dependent’s 1D card

U.S. Coast Guard Merchant
Mariner Card

Native Amaerican tribal document

Driver's license issued by a
Canadian government authonty

For persons under age 18 who
are unable to present a
document listed above:

10. School record or report card
11. Clinic, doctor, or haspital record

12. Day-care or nursery school

record

LISTC

Documents that Establish
Employment Eligibility

U.S. social security card issued
by the Social Security
Administration (other than a
card stating it is not vald for

employment)

Cenrtification of Binth Abroad
issued by the Department of
State (Form FS-545 or Form

DS-1350)

Orniginal or certified copy of a
birth certificate issued by a

state, county, municipal
authority or outlying possession
of the United States bearmng an

official seal

Native Amaerican tnbal document

U.S. Citizen 1D Card (INS Form
1-197)

1D Card for use of Resident
Citizen in the United States

(INS Form [-179)

Unexpired employment
authorization document issued
by the INS (other than those

listed under List A)

Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

Form 1-9 (Rev. 11-21-81) N
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INSTRUCTIONS

PLEASE READ ALL IN

STRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM.

ather than an alen not authonzed to work i the

Antl-Discrimination Notice.
U.S.) in hiring, discharging, of recruiting or referring for
illegal to discnminate aganst work eligible ndividuals

employee. The refusal to hire an in

It is dlegal to discnmmnate against any individual {
a fee because of thal indiw
Employers CANNGT speciy which document(s) they

dividual because of a tuture expiration dat

dual's natonal orgin or citizenship status it s
wil accept from an

& may also conshitute Wlegal discrimination

Section 1 - Employee. Al empioyess, citizens and
noncitizens, hired after November 6, 1986, must complele
Section 1 of this form at the time of hire, which is the actual
beginning ot employment. The employer is responsible for
ensuring that Section 1 |s timely and properly completed.

Preparar/Translator Cartification. The Preparer/Translator
Certification must be completed if Section 1 is prepared by a
person other than the employee. A preparerAranslator may be
used only whan the employee is unable lo complete Section 1
on hisher own. However, the employee must still sign Section

1 personally

Section 2 - Employer. For the purpose of completing this
form. the term -“employer” includes those recruitess and

referrers for a fee who are agncuitural associations, agrcultural
empioyers, or farm labor contractors

Employers must complete Section 2 by examining evidence of
identity and empioyment eligibiity within three (3} business
days of the date smpioyment begins. It employees are
authorized to work, but are unable to present the required
document(s) within three business days, they must present a
roeceipt for the application of the document(s) within three
business days and the actual document{s} within rinety {90)
days. However, if employers hire individuals for a duratior of
less than thiee business days, Section 2 must be completed at
the time employment begins. Employers must record:. 1)
document title; 2) issuing authorty, 3) document number, 4)

expiration date, If any, and 5) the date employmen! begins
e certificahon.  Employees

Employers must sign and date th
must present original documnents. Employers may, bul are not
required to, photocopy the document{s) presented. Thase

photocopies may only be used for the venhication process and
must be retained with the 1.8 However, employers are stilt

responsible for completing the -9

Section 3 - Updating and Reverification. Employers
must complate Section 3 when updating and/or reverifying the
1-9. Employers must reverify employment ehqibility of ther
employees on or before the expiration date recorded In

Section 1. Employers CANNOT specify which document(s)

they will accept from an employee.

e It an employee's name has changed at the time this
form is being updated/ reverfied, compiete Block A

ft an employse is fehired wittin three (3) years of the
date this form was originally completed and the
amployee is still etigible to be employed on the same
basis as prewiously indicated on thus form (updating).

complete Block B and the signature block.

e If an employee 1s rehired within three {3) years of the
date this form was originally completed and the
amployee’s work authonzation has expired or if a
current employee’s work autharization s about to

expire {reverification), complete Btock B and:
- exammne any document that reflects that the
employee is authorized 1o work in the UsS {see

List A or C),
record the document titie, document number and
axpiration date (f any) in Block C, and

complete the signature block

Photocopylng and Retaining Form 1-9. A blank 1-9 may be
reproduced provided both stdes are coped The Instruchons
must be availabie to all empioyees completing thus farm

Empiloyers must retain completed 1-9s for three ?3) years atter
the date of hire or one (1} year after the date employment ands,

whichever 15 later.

For more detailed information,
Handbook for Empiayers, (Form M-274).
the handbook at your local INS oftice
Privacy Act Notice The authority for collecting this
information is the Immigration Reform and Controt Act of 1986,

Pub. L. 99-603 (8 U.5 C 1324a)

This information is tor employers to venfy the eligibihty of
individuals for employment to preclude the unlawful hinng, or
recruiting or referring for a fee, of alens who are not authornized

to work in the United States.

This information wilt be used by employers as a record of therr
basts for determining ehgibility of an employee 10 work n the
Umited States. The torm will be kept by the employer and made
available tor inspection by officials of the U.S  Immigration and
Naturafization Service, the Department of Labor, and tha Office
of Special Counsel for Immugration Related Unfair Employment

Practices.

Submission of the information required in this form is voluntary.
However, an individual may not begin employment unless this
form is compieted since employers are subject to civil or
criminal penalties 1f they do not comply with the Immigration

Retorm and Controt Act of 1986.

Reporting Burden We try to create forms and instructions that
are accurate, can be easily understood, and which impose the
least possible burden on you to provide us with information

Often this is difficult because some immugration laws are very
rden for this collection of

complex. Accordingly, the reporting bu

information 15 computed as follows. 1) learning about thes form,
5 minutes: 2) completing the form, 5 minutes, and 3) assembling
and filing (recordkeeping) the form, 5 minutes, for an average of
15 minutes per response. If you have comments regarding the
accuracy of this burden estimate, or suggestions for making this
torm simpier, you can wrte to both the immigration and
Naturahization Service, 425 [ Street, N.W.. Room 5304
Washington, D. C. 20536: and the Office ot Management and

Budget, Paperwork Reduchon Project. OMB No 1115-0136.
washington, D C. 20503,

you may refer to the INS
You may obtain

Form [-9 {(Rev. 11-21-91) N

EMPLOYERS MUST RETAIN COMPLETED I-9
PLEASE DO NOT MAIL COMPLETED 1-9 TO INS
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Part Seven

Some Questions You May Have About
the Form |-9

Questions About the Veritication Process

1.

Q. Do citizens and nationals of the United

States need to prove they are eligible to
work?

Yes, . While citizens and nationals of the
United States are automatically eligible for
employment, they too must present the
required documents and complete an |-9.
Citizens of the United States include
persons born in Puerto Rico. Guam, the
Virgin Isiands, and the Northern Mariana
Istands. Nationals of the United States
include persons born in American Samoa,
including Swains Island.

Do | need to complete an I-8 for
everyone who applies for a job with my
company?

No. You need to compiete I-9s only for
people you actually hire. For purposes of
this law, a person is “hired” when he or
she begins to work for you.

If someone accepts a job with my
company but will not start work for a
month, can | complete the 1-9 when the

employee accepts the job?

Yes. The law requires that you complete
the 1-9 only when the person actually
begins working. However, you may
complete the form earlier, as long as you
compiete the form at the same point in
the empioyment process for all employees.

I understand that | must complete an
I-9 for anyone | hire to perform labor or
services in return for wages or other
remuneration. What is “remuneration”?

Remuneration is anything of value given in
exchange for labor or services rendered by

an employee, including food and lodging.

6.

Dc ' need to fill out an |9 for
independent  contractors or  their
employees?

No. For example, if you contract with a
construction ~ company to  perforrm
renovations on your building, you do nol
have to complete |-9s for that company’s
employees. The construction company ¢
responsible for completing the 1-9s for its
own employees. However, you must no
knowingly use contract labor to circumven
the law against hiring unauthorized atiens

What shouid | do it the person | hire is
unable to provide the requirec
documents within 3 business days of
the date empioyment begins?

If an employee is unable to present the
required document or documents within 3
business days of the date employment
begins, the employee must produce &
receipt showing that he or she has applied
for the document. in addition. the
employee must present the actual
document to you within 90 days of the hire.
The employee must have indicated on or
before the time employment began. by
having checked an appropriate box 1
Section 1, that he or she is already elgible
to be employed in the United States.

NOTE: Employees hired for less than 3
business days must produce the actual
document(s) and the [-9 must be fully
completed at the time employment begins.

Can | fire an employee who fails to
produce the required documents within
3 business days?

Yes. You can terminate an employee who
fails to produce the required document or
documents, or a receipt for a document,
within 3 business days of the date
employment begins. However, you must
apply these practices uniformly to all
employees. If an employee has presented
a receipt for a document, he or she must
produce the actual document within 90
days of the date employment begins.
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What happens if | properly complete a
Form 19 and INS discovers that my

employee is not actually authorized to
work?

You cannot be charged with a verification
violation. You will also have a good faith
defense against the imposition of employer
sanctions penalties for knowingly hiring an
uriauthorized alien, unless the government
can show you had actual knowledge of the
unauthorized status of the employee, if you
have done the following:

° Ensured that employees fully and
properly completed Section 1 of the
I-9 at the time employment began;

° Reviewed the required documents
which  should have reasonably
appeared to have been genuine and
o have reiated to the person

presenting them;

° Fully and property completed Section
2 of the -9, and signed and dated the
employer certification:

@ Retained the 1-9 for the required
period of time; and

@ Made the 1-9 available upon request
to an INS, DOL, or OSC officer.

Questions About Documents

9.

Q. May | specity which documents | will

A

accept for verification?

No.  The employee can choose which
document(s) he or she wants to present
from the lists of acceptable documents.
You must accept any document (from List
A} or combination of documents {one from
List B and one from List C) listed on the 1-9
and found in Part 8 of this Handbook which
reasonably appear on their face to be
genuine and to relate to the person
presenting them. To do otherwise could
be an unfair immigration-related
employment practice. Individuals who look
andfor sound foreign must not be treated
differently i the hiring or  verification

process.

10.

11.

12.

It an employee writes down an Alien
Number or Admission Number when
completing Section 1 of the -9, can |
ask to see a document with that
number?

No. Although it is your responsibility as an
employer to ensure that your employees
fully complete Section 1 at the time
employment  begins, there is no
requirement that employees present any
document to complete this section.

When you complete Section 2. you may
not ask 1o see a document with the
employee’s Alien Number or Admission
Number or otherwise specify  which
document(s) an employee may present.

What is my responsibility concerning
the  authenticity of document(s)
presented to me?

You must examine the document(s) and, if
they reasonably appear on their face to be
genuine and to relate to the person
presenting them, you must accept them.
To do otherwise could be an unfair
immigration-related employment practice.
't the document(s) do not reasonably
appear on their face to be genuine or to
relate to the person presenting them, you
must not accept them.

Why are certain documents listed in
both List B and List C? |f these
documents are evidence of both
identity and employment eligibility, why
aren't they found in List A?

Three documents can be found in both List
B and List C: the U.S. Citizen ID Card and
the ID Card for use of Resident Citizen in
the U.S. -- acceptabie as ID Cards in List B
- and a Native American tribal document.
Although these documents are evidence of
both identity and employment  eligibiiity,
they are not found in List A because List A
documents are limited to those designated
by Congress in the law. An employee can
establish both identity and employment
eligibility by presenting one of these
documents. You should record the
document title, issuing authority, number,
and expiration date {if any} for that
document in the appropriate spaces for
both List B and List C.

5%

S
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13. Q.
A.
14. Q.
A,
15. Q.
A.
16. Q.
A

Why is a Canadian driver's license
acceptable as a List B document and
not a Mexican driver’s license?

The United States-Canada Free-Trade
Agreement and other reciprocal
agreements between these 2 countries
form the basis for accepting a Canadian
driver's license as a List B identity
document. No such reciprocal agreements
currently exist between the United States
and Mexico that would allow or permit the
use of a Mexican driver's license as a List
B identity document.

May | accept an expired document?

You may accept an expired United States
Passport. You may also accept an expired
document from List B to establish identity.
However, the document must reasonably
appear on its face to be genuine and to
relate to the person presenting it. You

cannot accept any other expired
documents.
How can | tell it an INS-issued

document has expired?

Some INS-issued documents, such as
previous versions of the Alien Registration
Receipt Card (I-151 and I-551), do not
have expiration dates and are valid
indefinitely. However, the 1989 revised
version of the Alien Registration Receipt
Card (1-551), which is rose-coiored with
computer readable data on the back,
features a 2-year or 10-year expiration
date. Other INS issued documents, such
as the Temporary Resident Card (I-688)
and the Employment Authorization Card
(-688A or 1-688B) also have expiration
dates. These dates can be found either on
the face of the document or on a sticker
attached to the back of the document.

Some people are presenting me with
Social Security Cards that have been
laminated. May | accept such cards as
evidence of empioyment eligibility?

You may not accept a laminated Social
Security Card as evidence of employment
eligibility if the card states on the back “not
valid if laminated.” Lamination of, such
cards renders them invalid. Metal or
plastic reproductions of Social Security
Cards are not acceptable.

17. Q. “Some people are presenting me wi

18.

19

20.

printouts from the Social Securi
Administration with their name. Soci
Security Number, date of birth. ar
their parents’ names. May | acce
such printouts in place of a Soci
Security Card as evidence
employment eligibility?

No. Only a person’s official Social Secur
Card is acceptable.

What should | do if persons prese
Social Security Cards marked “NC
VALID FOR EMPLOYMENT," but sta
they are now authorized to work?

You should ask them to provide anoth
document to establish their employme
eligibility, since such Social Security Car
do not establish this.

What should | do if one of m
empioyees tells me that his or he
Soclal Security Number is invalid?

You should tell the employee to get

proper Social Secunty Number b
completing a Form 88-5. This form i
available from the Social Securt

Administration. You do not need to amen:
your employment tax returns. However
when the employee gives you the nev
number, you shouid file a Form W-2C witt
the Social Security Administration for the
years in which you reported income an
withholding under the incorrect number
You will not be penalized or fined for the
ysars during which you reportet
employees under incorrect numbers.

You should also be aware that any Soci:
Security Number starting with a 9" is n.
a valid Social Security Numbe
Employees who are using such number
should be instructed to get a proper Socié
Security Number using a Form SS-5.

May | accept a photocopy of
document presented by an employee?

No. Employees must present originé
documents. The only exception is that a
employee may present a certified copy (

a birth cenrtificate.
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What should | do if | rehire a person

21. Q. ! noticed on the Form I-9 that under List 24,
A there are 2 Spaces for document who previously filled out an 1-97
n irati .
tfrnbers and expiration dates _Does You do not need to complete a new I-9 it
this mean | have to see 2 List A . .y
documents? you rehire the person within 3 years of the
) date that the I-9 was originally compieted,
A.  No. One of the documents found in List A and the employee is stjl eligibte to work.
is an unexpired foreign passport with an You should review the previously
attached INS Form 1-94. The Form |-9 completed 1-9, and if the employee's work
provides space for you to record the authorization has not expired, note the date
document number and expiration date for of rehire in the Updating and Reverification
both the passport and the INS Form J-94. Section on the 1-9 {Section 3), and sign in
the appropriate space. |f the employee’s
22. Q. When | review an employee'’s identity work authorization has expired, you also
and empioyment- eligibility documents, need to examine a document that reflects
shouid | make copies of them? that the employee is authorized to work in
A.  The law does not require you to photocopy ;anb%;s"asgde;eﬁggo;h% a?gc??zr::w"“fn'
documents. However, it you wish to make Secti n':i P
photocopies, you should do so for an on 3.
employees, _and you should reta_in each 25, What should | do if | need to update or
photocopy with the |.9. Photocopies must reverify an 1-9 for an em loyee who
not be used for any other purpose. filed orlt an earlier version ol‘p th: form?
Photocopying documents does not relieve )
you of your obligation to fully complete You may line through any outdated
Section 2 of the |-9 nor is it an acceptable information and initial and date any updated
substitute for proper completion of the 1-9 information, You may aiso choose,
in general. instead, to complete a new |[-9.
:\\,IOTE 1 .AMOUQ” a8 Certiicate o 26. Do | need to complete a new I-9 when
aturalization (INS Forms N-550 and \
: one of my employees is promoted
N-570) provides across the face of the
document that it ma not be copied, such within ~ my company or transfers to
Y piea, . another company office at a ditferent
this himited location?

certificates may be copled in
Situation.

NOTE 2: Copies of dgocuments retained
by Federa/ governmernt employers must be
kept separately from an oemployee's official
personne! folder.

No. You do not need to complete a new
-9 for such promoted or transferred

empioyees.

Questions About Comgleting and Retaining the
Form I-9

23. Q. When do I fill out the 19 jt I hire
Someone for Jess than 3 business
days?

A, You must compiete both Sections 1 and 2
of the 1-9 at the time of the hire. This
means the I-9 must be fully completed

when the person starts 1o work,
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27.

28

What do | do when an employee's work
authorization expires?

You will need to reverify on the |-9 in order
to continue to empioy the person.
Reverification must occur not later than the
date that work authorization expires. The
employee must present a document that
shows either an extension of the
employee's initial employment authorization
or new work authorization. You must
review this document and, if it reasonably
appears on its face to be genuine and to
relate to the person presenting it. record
the document title, number. and expiration
date (if any), in the Updating and
Reverification Section on the -9 (Section
3), and sign in the appropriate space. You
may want to establish a calendar cai-up
system for employees whose employment
authorization wilt expire in the future.

NOTE: You cannot refuse to accept a
document because it has a [future
expiration date. You musl accept any
document (from List A or List C) listed on
the 1-9 and in Part 8 of this Handbook
which on its face reasonably appears to be
genuine and to relate o the person
prasenting it. To do otherwise could be an
unfair  immigration-related  employment

practice.

Can | avoid reverifying the 1-9s by not
hiring persons whose employment

authorization has an expiration date?

You cannot refuse to hire persons solely
because their employment authorization is
temporary. The existence of a future
expiraton date does not preclude
continuous employment authorization for an
employee and does not mean that
subsequent empioyment authorization will
not be granted. in addition, consideration
of a future employment authorization
expiration date in determining whether an
alien is qualified for a particular job could
be an unfair immigration-related

emplcyment practice.

29.

30.

31.

32.

As an employer, do 1 have to fill out all
the 1-9s myselt?

No. You may designate someone to filt out
the 1-9s for you, such as a personnel
ofiicer, foreman, agemt, o anyone else
acting in your interest. However, you are
stilt tiable for any violations of the employer

sanctions laws.

Can | contract with someone to
complete the |-9s for my business?

Yes. You can contract with another person
or business to verify employees’ identity
and work eligibility and to complete the |-9s
for you. However, you are still responsible
for the contractor’s actions and are liable
for any violations of the emptoyer sanctions

laws.

As an employer, can i negotiate my
responsibility to complete the I-9s in a
collective bargaining agreement with a
union?

Yes. However, you are still liable for any
violations of the employer sanctions laws.
If the agreement is for a multi-employer
bargaining unit, certain rules apply. The
association must track the employee's hire
and termination dates each time the
employee is hired or terminated by an
employer in the  multi-employer
association.

What are the requirements for retaining
the 1-97

If you are an employer, you must retain tr.e
I-9 for 3 years after the date employment
begins or 1 year after the date the person’s
empioyment is terminated, whichever is
later. If you are an agricultural association,
agricultural employer, or farm labor
contractor, you must retain the i-9 for 3
years after the date employment begins for
persons you recruit or refer for a fee.
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35.

Will | get any advance notice if an INS,
DOL, or OSC officer wishes to inspect
my |-9s?

Yes. The officer will give you at least 3
days (72 hours) advance notice before the
inspection. If it is more convenient for you,
you may waive the 3-day notice. You may

also request an extension of time in which
to produce the i|-9s. The INS, DOL, or

OSC officer will not need to show you a
subpoena or a warrant at the time of the
inspection,

NOTE:  This does not preciude the INS,
the DOL, or the OSC from obtaining

warrants based on probable cause for
entry onto the premises of suspected

violators without advance notice.
Failure tr renic=~ tarn tan e insnection is

a violation ot the empioyer sanctions laws
and could result in the imposition of civil

money penalties.

Do | have to complete an 1-9 for
Canadians who entered the United
States under the Free Trade

Agreement?

Yes. You must complete an i-9 for all
employees. Canadians must show identity
and employment eligibility documents just
like alf other employees.

If | acquire a business, can | rely on the
I-9s  completed by the previous
owner/employer?

Yes. However, you aiso accept full
responsibility and liability for all 1-9s
completed by the previous employer
refating to individuals who are continuing in

their employment.

36.

37

If | am a recruiter or referrer for a fee.
do | have to fill out 1-9s on persons

whom | recruit or refer?

No, with three exceptions.  Agricultural
associations, agricultural employers, and
farm labor contractors are still required to
complete 1-9s on all individuals who are
recruited or referred for a fee. However,
all recruiters and referrers for a fee must
stil  complete -9s for their own
employees hired after November 6, 1986.
Also, all recruiters and referrers for a fee
are stilt liable for knowingly  recruiting or
referring for a fee aliens not authorized to

work in the United States.

Can | complete Section 1 of the 1-9 for
an employee?

Yes. You may help an employee who
needs assistance in completing Section 1

of the I-9. However, you must also
complete the “Preparer/Transiator

Certification” block. The empioyee must
still sign the certification block in Section 1.

if | am a business entity (corporation,
partnership, etc.}, do | have to fill out
-9s on my empioyees?

Yes, you must complete [-9s for all of your
employees, including yourself,

a5 T

S e
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39. Q.

some state

| have heard that
employment agencies can certity that
people they refer are eligible to work.

Is that true?

Yes. State employment agencies may
elect to provide persons they refer with a
certification of employment eligibility.  If
one of these agencies refers potential
employees to you with a job order or other
appropriate referral form, and the agency
sends you a certification within 21 business
days of the referral, you do not have 10
check documents or complete an I-9 if you
hire that person. However, you must
review the certification to ensure that it
relates to the person hired and observe the
person sign the certification.  You must
also retain the certification as you would an
-9 and make it available for inspection, if
requested. You should check with your
state employment agency to see i it
provides this service and become familiar
with 1ts certification document,

Questions About Avoiding Discrimination

40. Q. How can | avoid discriminating against

41.

42,

Q.

certain employees while still complying
with this law?

You can avoid discriminating against certam
employees and still comply with the law Dy
applying the employment eligibility verification
procedures of this law to afl newly hirec
employees and by hiring without respect to
the national origin or citizenship status of
those persons authorized to work in the
United States. To request to see identity and
employment eligibility documents only from
persons aof a particular origin, or from persons
who appear or sound foreign, is a violation of
the employer sanctions laws and may alsc be
a violation of Title VIt of the Civil Rights Act of
1964. You should not discharge presemnt
employees, refuse to hire new employees. or
otherwise discriminate on the basis of foreign
appearance, accent, language, or name.

| know that the Act prohibits
discrimination on the basis of citizenship
status against ‘“protected individuais.”

Who are protected individuals?

Protected individuals include citizens or
nationals of the United States, lawfll
residents,

permanent residents, temporary
and persons granted refugee or asylee status.
The term does not include aliens in one of
those classes who fail i0 make a timely
application for naturalization after they

become eligible.

Can | be charged with discrimination if |
contact the INS about a document
presented to me that does not reasonably
appear tc be genuine and relfate to the
person presenting it?

No. The anti-discrimination provisions of the
Act only apply to the hiring and discharging of
individuals. While you are not legally required
to inform the INS of such situations, you may
do so if you choose to.
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Questions

Employees Hired Before

About

November 6, 1 986

43, Q.
A
44. Q.
A,
45. Q.
A

Does this law apply to my employees if
| hired them before November 7, 19867

u are not required 0 complete 1-9s
for employees hired before November 7.
1986. However, if you choose to complete
|-0s for these employees, you should do so
for all your current employees hired before
November 7, 1986.

NOTE: This “grandfather” status does not
apply 1o segsonal employees, Of to
employees who change employers within
a multi-employer associatior:,

No. Yo

what it an employee was hired before
November 7, 1986, put has taken an
approved leave of absence?

You do nat need to complete an I-9 for that
employee if the employee 1S continuing N
his or her employment and has a
reasonable expectation of employment at
all times. However, if that employee has
quit or been terminated. or is an alien who
has been removed from the United States,
you will need 10 complete an -9 for that

employee.

Will | be subject to employer sanctions
penalties if an employee | hired before
November 7, 1986, is an illegal alien?

No. You will not be subject to employer
ctions penalties for retaining an illegal
orce if the alien was
ever,

san
alien in your workf
hired before November 7. 1986. How
the fact that an illegal alien was on your
payroil before November 7, 1986, does not
give him or her any right to remain in the
United States. Unless the alien obtains
permission from the INS to remain in the
United States, he of she (s subject 'O

apprehension and removal.

Questions About Federal Income Tax Obligations

46. Q.
A

47. Q.
A

give to my
legalize their
Federal income

What advice should |
employees applying 1o
status concerning their
tax obligations?

You can advise employees that when they
apply to INS for permanent resident status,
they will be given an IRS publication
explaining requirements for filing Form W-4
or W-4A 1o insure correct withholding of tax
records {if an invalid social security number
was used} and other guidelines relating to

tax benefits.

What advice should | give to newly-
hired employees who ask about their
Federal income tax obligations?

them it is important to
i security number and to
W-4 or W-4A so that
withhold the proper
Second. you can

First, you can tell
have a valid socia
properly complete a
the employer can
amount for income tax.
encourage employees to apply for social
security numbers for their dependent
children who will be five years old or older
by the end of the year. Since 1987, such

numbers have been required 10 be
provided for dependents claimed on tax
returns.
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Part Eight

Acceptable Documents
Employment Eligibility

for Verifying

The following documents have been designated for
determining employment eligibility by the Act. A
person must present a document or documents that
establish identity and employment eligibility. A
comprehensive list of acceptable documents can be
found on the next page of this Handbook and on the
back of the Form |-9. Samples of many of the
acceptable documents appear on the following pages.

To establish both identity and employment
eligibility, a person can present a passport, an Alien
Registration Receipt Card, or one of the other
documents from List A.

It a person does not present a document from List A,
he or she must present one document from List B
which establishes identity and one document from
List C which establishes employment eligibility.

To establish identity only, a2 person must present a
document from List B, such as a state-issued driver's
license. a state-issued identification card, or one of

the other documents listed.

To establish employment eligibility only, a person
must present a document from List C, such as a
Social Security Card, a United States birth certificate,

or one of the other documents listed.

If a person is unable to present the required
document(s) within 3 business days of the date
employment begins, he or she must present (within 3
business days) a receipt showing that he or she has
applied for the document. The person then must
present the actual document within 90 days of the
date employment begins. The person must have
indicated on or before the time employment began,
by having checked an appropriate box in Section 1,
that he or she is already eligible to be employed in

the United States.

LIST A -
Documents That Establish Both Identity and

Employment Eligibility
United States Passport (unexpired or expired)
Certificate of United States Citizenship (INS
Form N-560 or N-561)

Certificate of Naturalization (INS Form N-550 or
N-570)

Unexpired foreign passport which:

° comtains an unexpired stamp which reads

“Processed for I-551. Temporary Evidence
of Lawful Admission tfor permanent
residence. Valid  until .
Employment authorized;” or

° has attached to it a Form 1-94 bearing the
same hame as the passport and containing
an employment authorization stamp, so
long as the period of endorsement has not
yet expired, and the proposed employment
is not in conflict with any restrictions or
limitations identified on the Form |-94.
NOTE: For more detailed information
concerning the Form [-94, see page 23 of
this Handbook.

Alien Registration Receipt Card (INS Form 1-151

or I-551) provided that it contains a photograph

of the bearer

Unexpired Temporary Resident Card {INS Form

I-688)

Unexpired Employment Authorization Card (INS
Form |-68BA)

. Unexpired reentry permit (INS Form 1-327)

Unexpired Refugee Travel document (INS Form

1-571)

Unexpired Empioyment Authorization Document
issued by the INS which contains a photograph

{INS Form [-688B)
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LISTB LISTC
Documents That Establish Employment Eligibility

Documents That Establish identity

For individuals 18 years of age o older:

s license or |D card issued by a state or
outlying possession of the United States
provided it contains a photograph or information
such as name, date of birth, sex. height, eye
color, and address

ID card issued by federal, state, or local
government agencies of entities provided it
contains a photograph of information such as
name, date of birth, sex, height, eye color, and
address (including U.S. Citizen ID Card [INS
Form 1-197] and ID Card for use of Resident
Citizen in the U.S. [INS Form I-179))

Schoot identification card with a photograph

. Driver'

' Voter's registration card

. United States military card or draft record

. Military dependent’s identification card

United States Coast Guard Merchant Mariner
Card

- Native American tribal document
. Driver's license issued by a Canadian
government authority

For individuals under the age of 18 who are unable to
present one of the documents listed above:

. School record or report card
- Clinic, doctor, or hospital record

. Day-care or nursery school record

U.S. Social Security Number Card other than
one which has printed on its face “NOT VALID

FOR EMPLOYMENT"
NOTE: This must be a card issued by the

Social Security Administration, a facsimile (such
as a metal or plastic reproduction) is not an

acceptable document.

Certification of Birth Abroad issued by the
Department of State (Form FS-545 or Form

DS-1350)

Original or certified copy of a birth certificate
issued by a state, county, municipal authonty, or
oullying possession of the United States bearing

an official seal
Native American tribal document
U.S. Citizen |D Card (INS Form [-197)

iD Card for Use of Resident Citizen in the us.
{INS Form |-179)
Unexpired employment authorization document
issued by the INS



Document List A

Documents That Establish Both Identity and Employment Eligibility

The following illustrations in this handbook do not necessarily reflect the actual size of the

documents.
United States Passport

Issued by the Department of State to United
States citizens and nationals.

Certificate of United States Citizenship
N-560 or N-561

Issued by INS to individuals who: 1) derived
citizenship  through parental naturalization; 2)
acquired citizenship at birth abroad through a
United States parent or parents; or 3) acquired
citizenship through application by United States
citizen adoptive parent(s); and who, pursuant to
saction 341 of the Act, have applied for a
certificate of citizenship.
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Certificate of Naturalization
N-550
Issued by INS to naturalized United States
citizens who file for naturalization after October 1,

1891,

Certificate of Naturalization
N-550 or N-570
Issued by INS to naturalized United States
citizens.
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Unexpired Foreign Passport with |-551 Stamp

14 VISAS

i-94 Arrival/Departure Record
i An individual in possession of the departure

Arrival-departure record issued by INS to nonimmigrant aliens
portion of this document may only be employed if the document bears an “employment authorization™ stamp or

employment incident to the nonimmigrant classification is authorized with a specific employer (i.e. A-1, A-2, A-3
C-2, C-3, E-1, E-2, G-1, G-2, G-3, G-4, G-5, H-1A, H-1B, H-2A, H-2B, H-3, I, L-1, O-1, 0-2, P-1, P-2, P-3, Q,

NATO 1-7 and TC}. The expiration date is noted on the Form (-94.
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Alien Registration Recelpt Card I-151
issued by INS prior 1o June 1878, to lawtul permanent resident aliens. There are numerous versions of this card because it
was periodically revised. Although this card is no longer issued, it is valid indelinitely. This card is also commonly referred
to as a “green card" although most versions were blua.
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Allen Registration Receipt Card (Resident Allen Card) 1-551
Issued by INS after March 1977, to lawful permanent resident aliens. Although this card is no longer issued, it is valid
indefinitely. This card is commonly referred to as a “green card” and is the replacement for the Form |-161. This version is
white with a blue logo.
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Alien Registration Receipt Card (Conditional Resident Alien Card) 1-551
Issued by INS after January 1887, to conditional permanent resident aliens such as alien spouses of United States citizens
or lawful permanent resident aliens. It is similar to the I-551 issued 1o permanent resident aliens. Although this card is no
longer issued, it is valid for 2 years from the date of admission or adjustment. The expiration date is stated on the back of
the card. This version is white with a blue logo.
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Alien Registration Recelpt Card (Resident Allen Card) I-551
Currently issued by INS since 1989 to both conditional and lawful permanent resident aliens. Although it is similar to the
previously issued |-551s, this card is valid only for a limited period of time -- 2 years from the date of admission or
adjustment for conditional permanent resident aliens and 10 years from issuance for lawful permanent resident aliens. The
expiration date is stated on the front of the card. This verston is rose-colored with a blue logo.
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Temporary Resident Card 1-688
Issued by INS to aliens granted temporary resident status under the Legalization or Special Agricultural Worker
program. It is valid until the expiration date stated on the face of the card or on the sticker(s) placed on the back

of the card.

Pl e WA S

Employment Authorization Card |-688A
iIssued by INS to applicants for temporary resident status after their interview for Legalization or Special
Agricultural Worker status. it is valid until the expiration date stated on the face of the card or on the sticker(s)

placed on the back of the card.
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Employment Authorization Card i-6888

Issued by INS to aliens granted temporary employment authorization in the U.S. The expiration date is noted on

the face of the card.
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Unexpired Re-Entry Permit 1-327
ident aliens before they leave the United States for a 1-2 year period.
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Unexpired Refugee Travel Document I-571
Issued by INS to aliens who have been granted refugee status. The expiration date is stated on page four (4).
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Document List B
Documents That Establish ldentity Only

The following illustrations in this handbook do not necessarily reflect the actual size of the
documents.

Sample Driver's License
A driver's license issued by any state or outlying possession of the United States (including the District of
Columbia, Puerto Rico, the Virgin slands, Guam, the Northern Mariana islands, and American Samoa} or by &
Canadian government authority is acceptable if it contains a photograph or other identifying information such as
name, date of birth, sex, height, color of eyes, and address.
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Sample State Identification Card
An identification card issued by any state (including the Distnct of Columbia, Puerto Rico, the Virgin Islands,
Guam, and the Northern Mariana Isiands) or by a local government is acceptable if it contains a photograph or
other identifying information such as name, date of birth, sex, height, color of eyes, and address.
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See List C for ID cards issued by INS.



) Document List C
Documents That Establish Employment Eligibility Only

The following illustrations in this handbook do not necessarily reflect the actual size of the

documents.

Soclal Security Card (other than one stating “NOT VALID FOR EMPLOYMENT,” metal or plastic reproductions, .
of certain laminated cards.) There are many versions of this card.

This card is invalid il laminated.
This card is invalid if not signed by the number holder unless
health or age prevents signature

Improper use of this card and/or
or any other person is punishabil

This card is the properiy.g Q‘ ;
must be returned yp %.
i

- number hoider
#prisontment or both

SSA—PC Bo
SN CARD (Return postage guatanteed)
Department of Health and Human Services

Social Security Administration B05193176

Form QA-702( Y083 }

Centifications of Birth Issued by the Deparntment of State

FS-545
issued by U.S. embassies and consulates overseas
to United States citizens born abroad.

DS-1350
issued by the U.S. Department of State to United
Stataes citizens born abroad.
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—Sample Birth Certificates

BtATH CARD CERTIFICATION

KENTUCKY DEPARTM EQR HEALTH SERVICES - STATE
e OF MICHIGAN
REG!S, SF ML sTAssTICS 000001 - .f-'y‘ ,-T DEPANTMENT OF PUBLIC HEALTH
o : + . -
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BiRTH 'ym‘li& ?1'5-1, B23839-26 o @ CERTIFICATE OF LVE BIRTH  __ . . .
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KENTUCKY REVISED STATUTES

United States Citizen Identification Card 1-197
Issued by INS to United States citizens. Although INS no longer issues this card, it is valid indefinitely.

Identification Card for Use of Resident Citizen in the United States I-179
Issued by INS to United States citizens who are residents of the United States. Although INS no longer issues
this card, it is vaiid indefinitely.
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120 1D Card Accompanied by a Form 1-94
The Form 1-94 for F-1 nonimmigrant students must be accompanied by an 1-20 Student ID endorsed with
employment authorization by the Designated School Official for off-campus employment or curriculum practical
training. INS will issue Form 1-688B (Employment Authorization Document) to all  students {F-1 and M-1)

authorized for a post-completion practical training period.
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JAP-66 Accompanied by a Form 1-94
Nonimmigrant exchange visitors (J-1) must have an 1-84 accompanied by an unexpired IAP-86, specitying the
sponsor and issued by the United States Information Agency (USIA). (J-1 students working outside the program
indicated on the IAP-66 also need a letter from their responsible school officer.)
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REMEMBER:

Hiring employees without complying with the employment
eligibility verification requirements is a violation of the employer

sanctions laws.

This law requires employees hired after NOVEMBER 6, 1986 to
present documentation that establishes identity and employment
eligibility, and employers to record this information on Forms I-9.

Eiipieyuiw .. .. ot discriminate against empioyees on the basis

of national origin or citizenship status.



How to Obtain More Infyrmation:

ALABAMA
77 Forsyth SUS W Hm G ad

Atlania, GA 30303

ALASKA
620 East 100 Ave . Suite 102

Anchorage, AK 99501

ARIZONA
2035 N Contrat Ave
Phoenix, AZ 85004

ARKANSAS
701 Loyola Ave, Rm T-8005

New Orleans, LA 70113 -

CALIFORNIA
300 N. Los Angeles St
Los Angetes, CA 90012

880 Front St
San Dieysn. CA 92188

630 Sansume 5t
San Francisco. CA 94111 2280

COLORADOC
4730 Pares St Albrook Conte
Denver. CO 80239-2804

CONNECTICUT
JFK Federal Budding
Government Center
Boston. MA 02203

DELAWARE
1600 Caltowhi! St
Phiadelpria, PA 19130

DISTRICT OF COLUMBIA
4420 N Fartax Dr
Arlinglon, VA 22203

FLORIDA
7880 Biscayne Bivd
Miami, FL 33138

GEORGIA
77 Forsyth St S.wW, Am G-85

Atlanta, GA 30303

GUAM
535 Ala Moana Biva
Honolulu, HI 96813

HAWAII
535 Afa Mnana Bivd
Honiuh:, Ht 96813

IDAHO
900 N Montana Ave
Helgna, MT 59601

ILLINOIS
10 W Jacksoun Blvg R 533
Chicaga It 60604

INDIANA
10W Jaceson Blvg Am 533

Chicago 't 60604

IOWA
3736 S Vi S
Omandg ~F 853134

KANSAS
g747 N Lot A
Kansas City MO 84153

KENTUCKY
701 Loyoa Ave Rm T-B00S

It you have queshons after reviewing his haridbuok. o
information trom one of the tollowing local INS oftices.
to the attention ot the Employer and Labior Relahons

LOUISIANA
701 Loyald Avy A T BOOS

New Ortears, LA 0113

MAINE
738 Warrer Ay
Portland, ME 04103

MARYLAND
1530 Caton Cerder Dr
Balvmare. MD 21227

MASSACHUSETTS
JFK Federal Bunding
Government Center
Boston, MA 02203

MICHIGAN
Fegeral Bulding, 333 M £haat 5t
Dotront, Mi 48207

MINNESOTA
2901 Metro [Dr Siute 120
Bisominglon, MN 55425

MISSISSIPPI
TO1 L oyola Ave Rm T BO0S

Nuw Orleans, LA 70113

MISSOUR!
474N Conant Ave
Kodlsas City, MO 64153

MONTANA
900 N Montanag Ave
Heeng, MT 53601

NEBRASKA
3736 S 132ng St
Omana, NE 63114

NEVADA
2035 N Central Ave
Phoenis, A2 85004

NEW HAMPSHIRE
JFK Federal Buldmg
Government Center
Boston, MA 02203

NEW JERSEY
Eegeran Budding, 970 Broag St

Nttwdre, NJ 07102

NEW MEXICO

343 U'S Courthouse, PO Box 9398
Ei Pase, TXx 79984

NEW YORK

8 Court S5t

Buttalo NY 14202
26 Fegera Plaza
Now York NY 10278

NORTH CARQOLINA
T Farsyih 81 S W RmM G 85
Anartg GA 30303

NORTH DAKOTA
SHO Matin D Soate 1938
Baoometon MN 55425

QHIO
1240 E Gin St Room 16917
Cisveand, OH 44199

OKLAHOMA
4149 Higraine Blva . #300
Oklaroma City. Ok 73108

Play D Sute M

Cfficer

QREGON
511N W Hruadwsy,
Puntlardg. OR 97208

PENNSYLVANIA
1600 Callowni 52
Phaagelpnia, PA 19130

PUERTO RICO
P O Box 365068
San Juan., PR 20336

RHODE ISLAND
JFK Federal Bones;
Government Centor
Boslon, MA 02203

SOUTH CAROLINA
Rooen 110 Fogera Faeoe
334 Moghng S0

Chartestan S0 294070

SQUTH DAKOTA
2901 Metre D S0
Booomangton, MN 55405

TENNESSEE

TOT Loyold Ave | Red T A0
Now Oredns LA 73103
TEXAS

101 N Siernnans Soenea gy
Dards Tx 76247

20 Boa 9398

£l Paso, TX 79583

305 No T St
Haringen, TX 78550

509 N. Bell
Hopston, TX 77060

727 E Durango. Sute A301
Sart Antoma, TX 78206

UTAH
4730 Pars 5t, Albrook Center

Donver, CO 80239-2804

VERMONT
739 Warren Ave
Portlang, ME 04103

VIRGINIA
4420 N. Farrtas D-
Ariington, VA 22203

VIRGIN ISLANDS
PO Box 610 Cranotte Amu:
St Tnomas, Vi 00801

RPe Box 12°0 Kengsha O shige s
St Crom, VI 00850

WASHINGTON
815 Aurport Way Soum
Seatte. WA 98134

WEST VIRGINIA
1600 Caltowhn! St
Phaqoelpma »a 190 30

WISCONSIN
TOOW Jacmsor Ba M o
Cricago. IL 60604

WYOMING
1730 Pars StANrone Cit oo
Dunver CO 80239 2804

Direvs e

New Oraaris _A 70113



